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LETTER 1: HEAD TEACHER PARTNERSHIP 
AGREEMENT 

  
Dear Head Teacher, 
 
Thank you for your interest in taking part in BBC News School Report 2014-15.   
 
This letter is to give you some background information and to ask you to agree to the 
terms and conditions of participation in School Report in the academic year 2014-15.  
 
You need to sign the last page of this letter (the Head Teacher Partnership 
Agreement form) and return it to the BBC as soon as possible.   
 
Background information  
BBC News School Report gives 11-16 year-old students in the UK the chance to make 
their own news reports for a real audience. 
 
Using lesson plans and materials from www.bbc.co.uk/schoolreport and with support 
from BBC staff and partners, teachers help students develop their journalistic skills to 
become School Reporters.  
 
In March, schools take part in an annual News Day, simultaneously creating video, 
audio and text-based news reports, and publishing them on a special ‘School Report’ 
page on your school website, to which the BBC links. The next News Day is 
Thursday 19 March 2015.  
 
Where possible we match schools with a BBC member of staff as a mentor.  Mentor 
numbers are limited so if we are able to allocate one we ask that your Lead Teacher 
manages this efficiently and works on a plan to make the best use of their time. BBC 
staff must never be left alone with pupils.  We will liaise with your Lead Teacher about 
the process for this but please indicate on the attached form if you DO NOT want a 
mentor.  
 
It is important that, where a mentor is allocated to a school, the school remains 
responsible for the children involved and undertake to ensure that BBC staff will 
supervised at all times by a member of the school staff who has undergone a DBS (or 
PVG) check. This is to ensure that the safeguarding of children remains our priority 
while at the same time ensuring BBC staff are not compromised. 
 
Taking part in the project 
Once a school has joined our mailing list there are 2 stages to the signing up process; 
these can be completed together or separately, as you prefer. 
 
1. Head Teacher Partnership Agreement 2014-15 (FORM 1) - By signing Form 1 
(attached), your school becomes part of the School Report Network. This gives you 
permission to use BBC News School Report branding, appear on the School Report 



map, and receive one-to-one advice from BBC members of staff, either by phone, e-
mail or sometimes in person. 
 
2. Head Teacher Consent (FORM 2) - By returning the Form 2, Head Teacher 
Consent form, schools pupils become School Reporters, and can start reporting for real.  
When you give us a URL we can link to your School Report page on your school 
website and bring a bigger audience to your work. We can also offer you other 
reporting opportunities for example by taking part in practice News Days.  
 
Form 1 and 2 MUST be completed each year by the school. 
 
What next? 
Please read the attached terms and conditions and sign the HEAD TEACHER 
PARTNERSHIP AGREEMENT form at the end of this letter (Form 1).  
 
Please return it to the School Report office by scanning and emailing to 
schoolreport@bbc.co.uk or posting to the address above. This will confirm that you 
will abide by the attached terms and conditions and that you want to be part of School 
Report 2014-15.  
 
School Report and social media 
Social media is a tool used by many journalists, and learning how to use social media 
responsibly is a key skill for young people. School Report uses social media resources 
such as Twitter (@BBCSchoolReport). The minimum age for having a social media 
account is usually 13+ and schools will have individual policies about the use of social 
media. While School Report will regularly tweet from the official project account and 
retweet official teacher and school messages, including photos, it is not necessary to 
use social media in order to take part in School Report.  
 
Once you return the form to us it will be countersigned by me, the Editor of BBC News 
School Report, to confirm that the BBC will work in partnership with your school to 
provide the support listed on the attached terms and conditions.  
 
Please contact us with any queries. You may also find the answers to your questions in 
the Q&A section on our website: www.bbc.co.uk/schoolreport  
  
Thanks again for taking part in BBC News School Report. We hope it will be an exciting 
project for your school and your pupils. 
 
Yours faithfully,  
 
Helen Shreeve  
Editor, BBC News School Report  



BBC News School Report Partnership Agreement: terms and conditions   
 

1) The BBC agrees that it will:  
• Co-ordinate the project.  
• Run a high profile event on 19 March 2015 – School Report News Day - 

intended to motivate the students and bring an audience to their work. 
• Host web pages relating to the project at bbc.co.uk/schoolreport. These pages 

contain free resources to help schools prepare for School Report News Day 
and learn about the news in their mainstream classes.  

• Link from bbc.co.uk/schoolreport to all the students’ news on the school’s 
dedicated School Report web page. 

• Aim to provide schools with some direct journalistic support either via phone, e-
mail or in person.  

• Process any personal data collected from teachers in accordance with the Data 
Protection Act 1998 (also see note below). 

• Conduct surveys from time to time and share the results with other educational 
institutions for use on their websites and/or publication on the BBC website. 

• Work in compliance with the BBC’s Child Protection Policy and Editorial 
Guidelines. You can find more information about the BBC’s Child protection 
Policy here: 
(http://www.bbc.co.uk/aboutthebbc/insidethebbc/howwework/policiesandguideli
nes/child_protection.html)  
and more information about the BBC’s Editorial Guidelines here: 
(www.bbc.co.uk/editorialguidelines) 
 

You agree on behalf of the school, that you will: 
 

a) Organisation of the project  
• Provide a lead teacher to work on the project to be co-ordinator and principal 

contact with the BBC.  
• Organise parental consent for children to take part in the project including 

permission for the use of the children’s work and images on all BBC TV, radio 
or online programmes including social media).  We will provide letters and 
forms for this. We do not need a copy of the consents but we do need a signed 
confirmation from the Head (Form 2) that the school has them on file. 

• Ensure that BBC staff are never left alone with pupils. They must be supervised 
at all times by a member of your staff.  

• Ensure that all health and safety procedures are adhered to including carrying 
out all risk assessments. BBC staff are not responsible for these.    

• Set up a dedicated external-facing ‘School Report’ web page as part of your 
school website (or that of a suitable educational partner), and send us the URL 
for this web page BEFORE News Day 

• Take part in the School Report News Day event on 19 March 2015 working to 
an “on air” deadline of 14:00 and have material on your dedicated School 
Report web page by 16:00. 

 
b) Copyright  
• Only use BBC branded or copyright materials we make available to you for 

educational work directly related to School Report and as specified by us. 
• Agree that the copyright and any other intellectual property rights in the 

materials (text or audio visual) generated by schools as part of School Report 
shall remain with the school and may be used for internal education purposes 
only, including placing on the school website, showing to parents, pupils and to 
other schools, but that the BBC shall be entitled to exclusive use on all media 
platforms (including but not limited to print, radio, television and online 
(including social media with specific permission) whether in a streamed or 

http://www.bbc.co.uk/aboutthebbc/insidethebbc/howwework/policiesandguidelines/child_protection.html
http://www.bbc.co.uk/aboutthebbc/insidethebbc/howwework/policiesandguidelines/child_protection.html
http://www.bbc.co.uk/editorialguidelines


downloadable form) in perpetuity throughout the world, and that the school will 
not use the material for any other purpose or in any other way than that set out 
above without the prior written permission of the BBC (not to be unreasonably 
withheld).  

• Acknowledge that copyright in the materials created by the BBC (including but 
not limited to print, radio, television and online whether in a streamed or 
downloadable form) belongs to the BBC alone for use on all media platforms 
(including but not limited to print, radio, TV and online and  social media 
whether in a streamed or downloadable form) throughout the world, or as the 
BBC decides.  

• Acknowledge that the BBC has the right to contact the press and use the 
contributions of children and teachers (text or audio visual) to publicise the 
project. 

• Process any personal data collected from BBC staff in accordance with the 
Data Protection Act 1998. 

 
c) Website 
• Agree to put the pupils’ news on an externally facing school website (or that of a 

suitable educational partner) by 16.00 on 19 March 2015. The aim is for the 
BBC to link to school websites from the BBC website. Having an audience is an 
essential part of School Report. 

• Confirm that the school is responsible for the content on the school website and 
that the school will follow the appropriate law and guidelines (child protection, 
copyright, libel, fairness etc) and have a system for ensuring they are adhered 
to. The BBC will provide guidance to help (see www.bbc.co.uk/schoolreport) on 
this but the school is responsible for the content not the BBC. 

• Ensure that children’s first names ONLY are used in material generated by the 
project and that everything is done to guard their safety.  

 
d) Shared Learning 

Share learning from the School Report project with others. This includes taking 
part in the BBC’s evaluation of the project and in the production of audio visual 
materials, briefings, lessons plans, worksheets etc as agreed.  

 
Note on use of School and Teacher Information & Data Protection 
• Any personal information collected by the BBC will be processed in accordance 

with the Data Protection Act 1998. 
• Information about the school, including personal information collected about the 

head teacher and the lead teacher, will be held on a BBC database for the 
following purposes: 

- administration 
- use during the School Report Project 
- contacting schools about future projects run by the BBC 

• The BBC will contact the school each year to confirm whether the school 
wishes to remain on the database for project purposes and to update any 
contact information already held by the BBC. 

• The BBC will not pass on any personal information or any information about the 
school to external third parties, otherwise than is necessary for the running of 
the School Report Project. 



 
 
 

FORM 1: School Head Teacher Partnership Agreement 2014-2015 
To be completed by all schools 

 
(To be SCANNED AND EMAILED to schoolreport@bbc.co.uk, 

or sent via POST to BBC News School Report, Zone C 2nd Floor, BBC Broadcasting House, London W1A 
1AA) 

 
School Name: 
 
………………………………………………………………………………………. 
  
Name and e-mail of Head Teacher: 
  
……………………………………………………………………………………….. 
  
Name of Lead Teacher: 
  
……………………………………………………………………………………….. 
   
Email and telephone number of Lead Teacher:  
 
………………………………………………………………………………………... 
□  Tick this box if you are using the same special School Report web page to host your 
content as you used in 2013-14.  Otherwise please EMAIL your dedicated web page 
URL to schoolreport@bbc.co.uk 
 
□  Tick this box if you WOULD LIKE additional support from a BBC staff mentor 
(availability permitting)  
 
For our records please could you tell us the number of pupils and staff you intend to 
involve in BBC News School Report: 
 
1.  Across the whole academic year 2014-15  ………  pupils   …….staff 
 
2.  On School Report News Day – 19 March 2015 ………  pupils   …….staff 
 
Age range of pupils: ……………………………………………………………………… 
 
I agree that my school can take part in BBC News School Report and that we abide by 
the terms and conditions in the attached letter. I confirm that I have authority to enter 
into this agreement on behalf of the above named School. 
  
……………………………………………………...................Signature of Head 
  
…………………………………….Date 
____________________________________________________________ 
 
To be completed by BBC: I agree that this school can take part in BBC News School 
Report and that the BBC will provide the support listed on the attached letter. 
  
 ------------------------------------------------------(signature) --------------------------(date)  
Helen Shreeve, Editor, on behalf of BBC News School Report   

mailto:schoolreport@bbc.co.uk

